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ADMnJISTR.^.TOR'S  ME-^ORAmU  NO.  1 

Introducing  Agricultural  Marketing  Administrator's 
Memoranda  Series 


There  is  hereby  established  the  Administrator's  I'^emoranda  series 
for  the  Agricultural  Marketing  Administr?tion,     This  series  will 
contain  communications  to  the  staff  of  the  /:-A  from  time  to  time 
involving  statements  of  policy,  procedure,  or  -;ani2ational  struc- 
ture, personnel  assigmnents,  and  related  matters,    .^pch  Branch, 
Division  and  Section,  both  field  and  '.'iashington,  of  the  AJ/'A  should 
have  a  complete  file  of  this  memoranda  series  on  hand.    The  series 
will  be  num.bered.     viTiers  supplemental  information  or  instructions 
are  is5.i:3d  dealing  with  the  same  subject  matter  as  v/as  contained 
in  a  previous  m.emiorandum,  it  -will  be  issue-'i  as  a  supplem.ent  to 
that  m.emorandum  and  num.bered  accordingly;     viz  if  inspection 
policy  was  covered  in  Administrator's  Memorandum  No.  10,  for  in- 
stance, additional  policy  statements  '-n  this  samie  subject  Tvill 
be  co^'^ered  as  Administrator's  kemorandum  No.  10,  Su-oplem.ent  a, 
b,  or  c,  as  the  case  may  be. 

In  addition  to  tliis  series,  one  other  series  of  internal  communica- 
tion will  be  in  force  for  the  A..  "A  as  a  whole  and  should  be  on  file 
in  each  branch,  "Division  and  Section,     It  Vvd.ll  be  known  as  the 
Operational  Instructions  series. 

In  addition.  Branches,  Divisions  and  Sections  are  authorized  to 
have  not  more  than  one  series  for  internal  c o:m^unication  purposes, 
which  series  v/ill  not  duplicate  the  Administrator's  ker.oranda  or 
the  Operational  Instructions  series  but  vrlll  cover  matter  not 
appropriately  covered  in  t'lcse  two.     In  order  to  keep  these  series 
current,  com.pact  and  readily  usable  by  both  nevj"  and  experienced 
employees,  an  annual  revision  to  be  effective  as  of  I'lay  1  of  each 
year  shall  be  orovided. 
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UNITED  STATES  Dj]P;LRr:,SLTT  OF  AGPJ CULTURE 
A.^ri cultural  Ilarketing  Ad.":inistration 
Washington,  D,  C. 

No vender  17 ,  1042 

ADl:INISTMTOE'S.I,ISi:ORA.i\IUU:i  i\0.  1 

Revi  sion  1  • 

AIvul  Internal  Cojamvni  cat  ions 

Adriiinistrator '  s  Me?ioranduja  l^b .  1  estaolishecl  an  Adj-rlnistr?.tor '  s  merno- 
randuin  series  and  an  operationp.l  instruction  series? ,  and  authorized  each 
"branch  and  division  to  naintain  its  own  series  for  internal  communica- 
tion purposes.     Tlie  following-:  revision  of  this  niemorandum  shall  supersede 
Administrator's  Ileniorandmi  ITo .  1: 

In  reviewing;  Ad'iinistrator '  s  nen.oranda  and  operational  instructions  issued 
since  the  estaolishjnent  of  Al'ltl,  it  was  found  that  a  single  series  of  com- 
m'jjiications  fron  the  Ad:.iinistrator '  s  Office  is  a.deq_ua.te .  Effective 
Novenher  20 ,  therefore ,. the  operational  instruction  series  is  aoolished. 
Operational  instruct  ions  which  Have  already;/  "been  issiied  are  renui-ilDered  in 
the  appropriate  division  series,  a.s  indicated  on  the  attached  list,  except 
Ko.  15  which  "becomes  Acljiiinistrator '  s  liemo  ran  dura  No.  34. 

Those  Administrator's  memoranda  dealin;.:  with  management  functions  shall 
continue  to  "oe  signed  "b;;-  the  Assistant  iidj.ainistrator .     In  addition, 
desi^T.ations  of  personnel  appointments  and  other  comjiiuni  cat  ions  of  an 
announceraent  nature  formerl"  issued  as  Administrator's  memoranda  shall 
"oe  issued  o.s  imn-umoered  memoranda  from  the  A(3jninistrator  to  the  appro- 
priate offices. 

From  a  review  of  communications  in  t"ne  "branches  during  the  last  few 
months,  t'nere  seems  to  "be  no  uniform  S7stem  of  interna,l  communications 
among  the  several  "oranches.    Accordingly-,  effective  Novem'oer  20,  t'nere  is 
"n.ere"b:,'-  esta'olished  a  nujn"'oered  mer.orandum  series  in  each  "oranch  and  divi- 
sion.   As  a  means  of  developing  these  "branch  and  division  series  uniformly'*, 
all  corjnuni cat ions  from  the  oranches  and  divisions  intended  for  duplica- 
tion and  distri"bution  to  their  respective  field  staffs  shall  "be  cleared  for 
a.period  of  three  months  v:it"-.  the  Organization  Division  prior  -1>o-duplica- 
tion.     These  com:/ujii  cat  ions  sha.ll  not  "be  reviewed  o"  the  Orgaiiization 
Division  for  teclixiical  content  out  for  wiiform  numcering,  dating,  and 
titling,  as  v;oll  as  to  eliminate  possihle  conflict  with  previous  mem.oranda 
from  other  so-J_rces. 

Effective  i'ovem'oer  20,  each  regional  office  shaJ.l  esta"blish  a  nui'oered 
regional  acLmini  strait  or '  s  menorandum  series  to  com~rjjiicate  general  regional 
policies  and  organization  to  AIvlA  field  personnel.  »  I  nf  or  mixtion  in  memoranda 
series  of  Was'nington  "branches  and  divisions  w'lose  a-ctivities  have  "been 
regionalized  shall  he  transmitted  dv  the  p.pproprir-.te  division  of  the 
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regional  offico  to  the  appropriate  field  offices  through  separate  regional 
division  memoranda  series.     The  information  in  these  Washington  memoranda 
raav  "oe  comraimicated  micha-nged  in  the  regional  divisional  series,  modified 
in  the  regional  series  to  meet  conditions  peculiar  to  the  region,  or  used 
onl^.'  in  the  regional  office  at  the  discretion  of  the  appropriate  regional 
officials,    Iv'emoranda  of  V/ashington  oranches  and  divisions  whose  field 
personnel  are  not  at  present  administratively  responsihle  to  the  regional 
adrainistrator  shall,  v/herever  feasilDle ,  bo  sent  to  the  appropria.te  regional 
offices  for  distrihution  to  the,  field.     'Pnese  "branches  and  divisions  shall 
inform  the  Administrative  Services  Division  in  Washington  as  to  the  num- 
"ber  of  copies  of  their  commimi  cat  ions  to  "be  furnished  the  appropriate  re- 
gional offices  for  distribution  to  the  field  offices  of  the  branch  or 
division.  .  , 

The  regional  offices  shall  be  responsible  for  distributing  Administrator ' s 
memoranda  in  their  original  form  to  all  field  offices  within  their  respec- 
tive regions. 
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AttachjivOnt  to  Adiiini strator '  g  Honiorancl"am  No.  1,  P.ovision  1-   ^ 

As  esta"blished  in  Ad^nini strator '  s  l^'emoranduin  No.  1,  ?.eY?.sion  1,  a  single 
series  of  comnraiii  cat  ions  from  the  Adi^iini  strator '  s  office  "becones  effective 
November  20.    All  operational  instructions  have  been  abolished,  and  v.dth 
one  exce;otion,  have  been  incorporated  in  the  nijinbered  series  of  the  branch 
or  division  from  \\fhich  they  emanated.     The  staff  divisions'  n'jjiibered 
memorandm  series  are  primarily  for  the  use  of  technical  v/orkers  of  the 
respective  staff  divisions  both  in  Washington  and  in  the  regions,  and  of 
adninistrative  officers  of  the  branches.     These  memoranda  in  the  futijre , 
therefore,  will  generally  be  distributed  only  to  these  individuals, 

*  Operational  Instruction  No.  15  dealing  v/ith  instructions  regarding  the 
signing  of  correspondence,  laemoranda,  and  docoments  shall  become  Adr.iin- 
istrator's  I.'emorandum  No.  34.     The  other  operational  instructions  going 
into  the  branch  or  division  series  shall  be  nuiiibered  as  follov/s: 


Old  Operational 


Instruct! 

on  Series 

New  Series 

No . 

1 

Adrainistrative  Ser^ 

rices  Division  No. 

1 

No. 

2 

Administrative  Services  Division  No. 

2 

No, 

3 

Personnel 

Division 

No.  1 

No. 

» 

Supplement  A 

Personnel 

Division 

No.  1,  SuDTolement 

1 

No. 

4 

Personnel 

Division 

No.  2 

No. 

i 

Supplement  A 

Personnel 

Division 

No.  2,  Supplement 

1 

No. 

4, 

Supplement  B 

Personnel 

Division 

No.  2,  Supplement 

2 

No. 

5 

Personnel 

Division 

No.  3 

No . 

6 

Personnel 

Division 

No.  4 

No . 

7 

Personnel 

Division 

No.  6 

No . 

7, 

E.evision  1 

Personnel 

Division 

No.  6,  P.evision  1 

No. 

8 

Personnel 

Division 

No.  7 

No. 

Supplement  A 

Personnel 

Division 

No.  7,  Supplement 

1 

No. 

8, 

Supplement  B 

Personnel 

Division 

No.  7,  Supplement 

2 

No. 

8. 

Supplement  C 

Personnel 

Division 

No.  7,  Supplement 

3 

No . 

8. 

Supplement  D 

Personnel 

Division 

No.  7,  Supplement 

4 

No. 

9 

Personnel 

Division 

No.  8 

No. 

9, 

Supplement  A 

Personnel 

Division 

No.  8,  Supplement 

1 

No . 

9. 

Su.ppl-3mont  B 

Personnel 

Division 

No,  8,  Supplem.ent 

2 

No. 

10 

Adininistrative  Services  Division  No. 

3 

No. 

11 

i  larke  t  ing 

Peports  Division  No.  1 

No. 

12 

Adrainistrative  Services  Nivision  No. 

No , 

13 

Ach';inistrative  Services  Division  No. 

4 

No. 

14 

I'.arke  ting 

Reports  Division  No.  2 

*  No. 

15 

Administrator's  Ilemorandum  No.  34 

No. 

15, 

Supplement  A 

Administrator's  Memorandum.  No.  34,  Supplement 

No. 

15, 

Supplement  B 

Administrator's  I.Iem.orai-idui'i  No.  34,  Supplem.ent 

No. 

16 

Personnel 

Division 

No.  13 

No. 

17 

Personnel 

Division 

No.  12 

No. 

18 

Pi  seal  Branch  No,  1 

No. 

18, 

Supplement  A 

Pi seal  Branch  No.  1,  Supplement  1 

i^JO  . 

18. 

Supplement  B 

Pi seal  Branch  No.  1,  Supplement  2 

^0. 

18, 

Supplement  E, Amend, 1 

Fiscal  Branch  No.  1,  Supplement  2,  Amend.  1 

No. 

13. 

Supplement  C 

Pi seal  Branch  No.  1,  Supplement  3 

-  2  - 


No.  18,  Supplement  C, Amend. 1 

No.  18,  Supplement  D 

No«  18,  Supplement  D,  Rev.l 

No .  18 ,  Supplement . E 

No.  19 

No.  20 

No.  20,  Supplement  A 
No.  20,  Supplement  B 
No.  21 


fiscal  Branch  No.  1,  Supplement  3  Amend.  1 
Fiscal  Branch  No.  1,  Supplement  4 
^'iscal  Branch  No.  1,  Supplement  4,  Rev.  ] 
Fiscal  Branch  No,  1,  Supplement  5 
Administrative  Services  Division  No.  6 
Personnel  Division  No.  5 
Personnel  Division  No.  5,  Supplement  1  . 
Porsdr^iel  Division  No.  5,  Supplement  2  . 
Fiscal  Branch  No.  2 
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